
UNITED STATES MARINE CORPS 
MARINE CORPS AIR STATION 


CHERRY POINT, NORTH CAROLINA 

AirStaO 

AIR STATION ORDER I 
From: Commanding General 
To: Distribution List 

Subj: STANDING OPERATING PROCEDURES (SOP) FOR STATION PROPERTY CONTROL 


Ref: 	 4400-15 
4400-124 

Encl: Locator Sheet 


1. Purpose. To establish policy and standard operating procedures for the 
management and control of garrison property used to support units located at Marine 
Corps Air Station, Cherry Point, in accordance with references (a) and 

2. Cancellation. AirStaO 

3.  	 Summary of Revision. This revision contains major modifications and a 
substantial number of changes and must be completely reviewed. 

4. Recommendation. Recoumendations concerning this manual are invited and should 

be submitted to the Commanding General, Marine Corps Air CodeStation, 

Cherry Point via the appropriate chain of command. 


5. Applicability. Having received the concurrences of the Commanding General, 

Marine Aircraft Wing; Commanding Officers, Naval Aviation Depot, Naval Hospital, 

MAG-41 Detachment C, and Combat Service Support Detachment 21, 2d Force Service 

Support Group, this order is applicable to those 


6. 	 Certification. Reviewed and approved this date. 

D. T. SAVAG 


Chief of 

DISTRIBUTION: A-2 plus SPCO and LF 



UNITED STATES MARINE CORPS 
MARINE CORPS AIR STATION 


CHERRY POINT, NORTH CAROLINA 28533-5001 

Ch 1 


LFMP 

16 Mar 1992 


AIR STATION ORDER Ch 1 


From: Officer 

To: Distribution List 


STANDING OPERATING PROCEDURES (SOP) FOR STATION PROPERTY 

CONTROL 


1. Purpose. To direct pen changes to the basic Manual. 


2. Action 


a. 'ChangeManagement Assistance Office (MAO) to read Director 

of Facilities throughout the order. 


I' 

b. On page under add addand under 

c. On page C-2, change to read 

d. 
 On page C-2, Accounts, under #It add and 
under add Billeting.It 

3. Summary of Chanqes. The changes reflect realignment of the 

Office Labor Saving Devices function and responsibilities from the 

Management Assistance Office to the Director of Facilities. 


4 .  Filing Instructions. This change transmittal will be filed 
immediately behind the signature page of the basic Manual. 

5. 	 Certification. Reviewed and approved this date.

Chief of Staff 


DISTRIBUTION: A-2 plus SPCO (100) and LF (10) 
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a Ac: ac ab i 1 y , m a  n t e n  a n  c , a n  d 
MCAS g a r r i s o n  a n d  T a b l e  o f  

i t e m s  u n i t s ,  w i l l  be by  t h e  
f o t h e r w i s e  e x c e p t e d  

O r d e r  * r e c o r d s  f o r  p l a n t  p r o p e r t y  w i  11 be 
1 a n d  r e c o r d s  w i  I. be p r e p a r e d  

t h e  D e v e l o p m e n t  D e p a r t m e n t ,  or  t h e  G a r r i s o n  
Off  i cer as p e r  Ai. 11016. 

T h e  A c t i v i t i e s  S u p p l y  S y s t e m  m e c h a n i z e d  
s u p p l y  w i l l  b e  by 

i n  cont ro l  1i a n d  i ng  f o r  1 e 
p r o p e r t y  t h e  

o f  t h i s  e x c e p t  f o r  p l a n t  w h i c h  is c o n t r u l l e d  b y  
i n  

I ____ ,______ ,______  1. e 
A t M a t  r ia 1 t y p p men , r ar  d e s of p 1y 
c a t e g o r y  be by  o r g a n i  when o n e  o r  m a r e  t h e  

l c i r c u m s t a n c e s  exist: 

a. T h e  e q u i p m e n t  i s  e s s e n t i a l  f o r  t h e  a c c o m p l i s h m e n t  
n o f  S t a t i o n  t.5 u r  t h e  

C o r p s  



JUL 1991 
pment. Q i not. ava i  1. able f r-om 

vendor 

I. w i  1I. not. be i.n excess 
i y i s oar d t i  e S t a t  ion i ed 

i.dated a r e  r e d  
be on hand and assets t o  be " i n  a t  a l l  t imes.  

e by on and r e q u i r e d  
be arid use. 

2. 	 The wi. not. 1. ma in ta in  o f  e 
stocks f ns  by 

ng  ts .  1. val. i d  1. 1. be f ava i  1. abl. e 
t = I tems n o t  i n  

w i  I.1. be t i  oned by t h e  
y t h e  1 j,,lF&y-nf ficl--C/g.r-x?LS_. 

I. T h e  of f o r  and s u p p l i e s  
be p laced on t h e  system 

by Con t rac t i ng  f o r  

o f  gar-r ison pment and y may be 
1. when zed benef c i  Command, e. 

a. Excess p r o p e r t y  t h a t  a v a i l a b l e  
r i t. b om he d

E x c e s s  a v a i l a b l e  t h e  Defense 
O f f  

3. I t  i s  e s s e n t i a l  t h a t  u t i l i z a t i o n  o f  t h e  excess 
be f e c t e d  i of y , n 

w i t h  t h e  c u r r e n t  e d i t i o n  of  11, 
o f  Excess Personal Proper ty ,  and 

ngs f a c t u a l  , t h e  awing 
excess p r o p e r t y  DRMO: 

a. Any DRMO des i red  t h e  
1. 1. r e p o r t e d  by number 

i n  DRMO, and document number i n  accordance w i t h  
The i n  charge 

t h e  e x p l a i n i n g  why t h e  
pment r e d  a Modi i c a t  of 

'I 

. 



T h e  w i l l  ensure t h a t  a v a l i d  requ i rement  e x i s t s  for the 
d e s i r e d  p r o p e r t y  and that.  1it . y  main ta in  t h e  equipment. 
e x i s t s  p r i o r  t o  t h e  

i I. sav ing dev i  I. be  
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S O F  FOR IO N  PROPERTY 

~-bl 
= 

~-rJ 
. i n  

t o  - have o n  h a n d  o n l y  t h o s e  q u a n t i t i e s  g a r r i s o n  
n T h e  n f  1. i n  

of w i  11 be u s i n g  u n i t  
c:: o n  c t- r i r . 

b y  w h i c h  A i r  S t a t i o n  - 1i and m a i  the 
p r o p e r t y  T h e  i s  for 

a n d  of assets 
t h e  

T h e  is i n v e n t o r y  a n d  w i  11 be 
w i  F M F  SASSY 



0 J U L  1991 
is t h e  w h i c h  t h e  and w i l l .  

When the a t h e  o n- h a n d  b a l a n c e  arid 
w i l l  be v e r i f i e d .  T h e  w i l l  t h e n  r e p o r t  t o  

i .n  o r d e r  s i g n  arid i n i t i a l .  t h e  
t h e  I f  a re  by t h e  any 
d i f f e r e n c e s  may e x i s t .  b y  a 1. o f  d i s c r e p a n c i e s .  
T h i s  wil l  15 f r o m  t h e  d a y  

b y  t h e  

at. be a 
e o f f i c e r s  t h a t  
a 

t h  i n c r e a s e s  and t o  m a i  a t  
T h e  w i l l .  be i n  p e n c i l  

are m a i  w i  1
of  m a n a g e m e n t  

i

When r e  1. c h a n g e s  r CMR , t h e  
n g  o f f  cer / o f  f n c h a r g e  w i  1 a f 

a l l o w a n c e  change, i n  t.a 
, ! C o d e  

a n d  . r e f  n e w  i be a d d e d  , be 

t . fir 
t.n 1 T h e  1 w i  l p r o v i  

J _ _  for al. 1 i 1 a n d  
a d d i t i o n s  new i t e m s  o f  

7. a p p e a r i n g  w i l l .  be when 
o n i  ng o w a n c e  i 
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I n  with t h e  r e fe rence ,  an al lowance 
1. sted i f o r  #---- ,, w i t h  

I i n e  is 

TAMCN 
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j u s t i f i c a t i o n  l i n e  i t e m ,  i s  h e r e b y  
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I S  I T  ION I

T h i  5 chapter  ishes t h e  ng u n i t s  t o  
t ion5 and cancel  1 t o  un . 

can d 
t o p  i n i  ng t h e  b a s i c  t i and 

t h e  

2. p l a n t  i t ems  w i t h  a 
w i  l 1 t h e  1i t ies 

f a r  ng 3 and 4 an t  P rope r t y  
t h e  b u d g e t  c y c l e .  

3. p r n p e r t y  Tab le  of 
will. b e  S t a t i o n  . 

3.. g a r r i s n n  p r o p e r t y ,  t h e  w i l l  
t h e  a p p l i c a b l e  p o r t i o n s  o f  t h e  r e q u i s i t i o n  card  f a r  

i n  Appendix I n  p repa r i ng  t h e  t h e  da ta  
may be typed,  p r i n t e d ,  stamped, I n  any a l l  da ta  be 
l e g i b l e  on cop ies  o f  Prior 
t h e  ti , t h e  S t a t i o n  Master 

1 he t o  and 



data  

2. o f  t h e  will be as f o l l o w s :  

a. The be forwarded to Prope r t y  

will f u r n i s h e d  respons ib le  

c:. The  hard will be a g a r r i s o n  
r e q u i s i t i o n  'The g a r r i s o n  f i l e  w i l l  

n c o p i  nf pending t i t o  on 
Con t ro l  = i e be mai ned i n 
and r e c o n c i l e d  bas i s  

1 prov ided  by . 
be f u r  

Fac i  1i t i e s  Equipment P lann ing  and 
f f inal. app rova l  

s i  t i w i  t h  t h e  Faci it i
an made, 

w i  issue on t h e  
an Control. f u r n i s h  

by the , t ion 11 b e  
f 1. ' 1. 3.' * 

will a l l  a of 

2. wi. 1. 1. be rev iew 
pending determine i f  requ i rement  i s  still valid. 

be 
led t h e  U f f  F a i l u r e  t o  r e t u r n  

t i n  1. on 1. ng 

, tted t o  be 
by and a p p r o p r i a t e  

t h e  exceeds c u r r e n t  owances a 
al. I. t h e  s i  t i

and space 
m u s t  be approved on Energy Program 
F a c i  1 Maintenance the 

cha in  t o  submission. 



3. p u b l i c a t i o n s  S t a t i o n  w i l l  b e  
t h e  ho lder  t o  the v i a  a p p r o p r i a t e  

o f  c o m m a n d .  b e  aced on o r d e r  w i t h  Stat i 
r e c e i p t  1 

S t a t i o n  w i  11 
the 

m n y a si s
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FOR I ON FROF'ERTY CONTROL 

I I DEMMNDS I NG AND I NG 

T h e  M a r i n e  C o r p s  A i r  S t a t i o n  
y , MCAS, , C a r o l  n a .  

t h e  on  a 
m o n t h l y  b a s i s ; .  t h e  A d d i t i o n a l  Demands ... t h e  

is essential i n  
a g a r r i s o n  p r o p e r t y  T h e  t h a t  ADL a n d  

p r o p e r 1  r e f  1 i n  f o r  whi a d 

2. 	 a r e q u i s i t i o n ,  a is e s t a b l i s h e d  
i f not 1a b l e  f o r  i m m e d i a t e  i When f u n d s  

s c r e e n i n g  a w i l l .  
t h e  y 

wi.l.l be b y  the P r o p e r t y  w i t h  
s u n  p e n d i  u p o n  a 

a p p e a r i n g  o n  t h e  ... 11. be m a t c h e d  t h e  
g a r r i s o n  a d d i t i o n a l  d e m a n d s  f o r  v a l i d i t y ,  , N S N  

a d d i t i a n a l .  demand a p p e a r s  a n  t h e  
i n  t h e  p e n d i n g  demand f i l e  may be d i s c a r d e d .  

new AD1... has b e e n  t h e  o l d  be d i s c a r d e d ;  
s o u n d  managemen t  m a y  d i c t a t e  i ts r e t e n t i o n  record 

u 

2. T h e  g a r r i s o n  p r o p e r t y  1 w i  I. be val .  by 
on a m o n t h l y  b a s i s .  t he  

;-1 a 
be f e d  i n  C o n t r o l  Of f  i 

I f  any i 
w a s  r e c e i v e d  f , t h e  u s i n g  may 

a t h e  i n a l  i o f  very" 
f r o m  P r o p e r t y  p r o v i d e d  that w a s  m a d e  

t h e  12 m o n t h s .  
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5 

s e r v i c e a b l e  
w i l l .  led t h e  S t a t i o n  

BWA f o r m a t .  
c o n t a i n e d  i n  5-1 w i l l  b e  t h e  
A l l  b e  i n  a 

i n  a s  shown i n  
is f o r  e a c h  i t e m  b e i n g  

i n  S t a t i o n  

P..!l::g wil .1  f o r  
C o n t r o l  t h e i  n a m e  appears a of 

a ID i n  

I son is w i  a p p r o v a l  
For approval be o b t a i n e d  

The t h e  
f o r  h a n d  d e l  for 



1991 

t.s i t h e  n g  u n i t .  m a n a g e r  a t  S t a t  

C o n t r o l  

Transfer. crni  w i  1. be 
e f  f i n t h e  manner-: 

a. q--uni.. . a er t o  
t h e  1. i u n i t  t h e  

w i  b e  a s s i g n e d  t h e  'The 
i.n 11. h e  I. far 

( g a i n )  b e  
p r e p a r e d  i n  w i t h  t h e  f c o n t a i n e d  i n  A p p e n d i x  

a. a d  g a i n  
w i l l  b e  g a i n s  

h a n d  g a r r i s o n  
items;, t y p e w r i t e r s ,  t h e  se r ia l  

g a i n e d .  E v e r y  b e  made v e r i f y  
r e s u l t  s o m e  o t h e r  

1. 
is 

and 
w i  1 b e  t o  t h e  of 

n o t  b y  e f f o r t .  be 
t h a t  t h e  r e s u l t  n f  some 

t o  or  
b e f  a i s  s u b m i t t e d  

3:: I. a d  w i t h  an t e n d e d  money 
. or a n d  i t e m s  , w i l l  

re a p p r o v a l  b y  of b e f  a d  
be T h e  n g  t o  t h e  t h e  

i r i  
y , I I b e  a d h e r e d  when 

w i t h  a or 
items. Ad less 

d o  
a n d  t h e  of h a s  

t o  a p p r o v e  a d  l e s s  t h a n  
l e d  i 

I. 1 be 

I 



JUL 1991 
retained i n  t h e  f i l e .  'The S t a t i o n  P r o p e r t y  C o n t r o l  

w i . l . l  t h e  a n d  a copy o f  t h e  
be f :i. w i  ... p e n d i n g  

1. i n v o l v i n g  g a i n  of 

e q u i p m e n t  w i l l  b e  and t h e  
1. i t i  D e p a r t m e n t .  

by 

1 W i t h  a n d  
g a r r i  , accurate t i  i i 

i n v e n t o r i e s  assets 
i - t h e  b a l a n c e  on  C o n t r o l  . 

A y i a 

i n v e n t o r  T h i  type i n v e n t a r y  r e d  
w h e n e v e r  a o c c u r s  t h e  b a l a n c e  
or? S t a t i o n  P r o p e r t y  a n d  the u s i n g  u n i t  CMR. Spat  

m a y  n i  t i  b y  t h e  n g  o r  by  
C o n t r o l  

4. 	 F'ri. or t o  a w a l .  1. I. i t h e  t. 
o b t a i n  a t o  i a t e  current on 

s e r i a l .  



I. i of s o n  p r o p e r t y  i n  o n  
of  a u s i n g  m i s s i n g ,  c l e s t r o y e d ,  or  d a m a g e d ,  t h e  

cases w i  11 be r e p o r t e d  t o  t h e  
who w i l l  i n i t i a t e  a f o r  a n  

5-10! t o  o f f i c e r  
i n i t i a t e  i n v e s t i g a t i v e  'The w i l l  be i n  

and w i l l .  i n c l u d e  f o r  
red of a n d  of  
s o n  p r o p e r t y  on h a n d  ng  the Procedures  

C o n t r a c t o r s  C l a i m s  w i t h i n  the C o r p s ,  w i l l  tie 
i n i t i a t e d  by  Materiel i n v e s t i g a t i o n  w i l l  he 

t h e  t p e n d i n g  i n s t r u c t i o n s .  

1 n t i  e v i. g a t  i o n  n t t h i r c an
1 , on of s o n  p r o p e r t y  

t h e  t h e  w i  f o r w a r d  t h e  
i n v e s t i g a t i o n  t h e  Commanding of  

1 v i a  a p p r o p r i a t e  

3. receipt of t h e  report g a t i  a n  , 
I. 

arid w i  l I 
T h e  

c::f c,f i n v e s t  on  
a 

<*.c7 .- the i n v e s t i g a t i o n .  When 1 required a c t i o n  has 

t h e  approved r e p o r t  US 
i n v e s t i g a t i o n  w i l l  be r e t a i n e d  i n  t h e  f i l e .  

F a c i l i t i e s  D e v e l o p m e n t  
D e p a r t m e n t  w i l l  be n o t i f i e d  of o f  

h a v e  
o n  t h e  a p p r o v e d  r e p o r t  of 

2 



JUL 1991
i n v o l v e  D 7 Y  or a D 9 Z  

I. be u s e d  d r o p  t h e  
F'r r y Con  r o

( C o d e  
i i i 

O f  D e v i c e s - M A 0  

i n  

T h e  11. i n i t i a t e  i n  a c c o r d a n c e  

the c o n t a i n e d  i n  t h e  e d i t i o n  

w i l l .  r e i m b u r s e d  by  
u s i n g  t 



T h e  o f f  i al. i f s o n  i i 
by  is money 

b y  SASSY 

a .  is i n  a n  a r i g i  n a l  and 
t .h  i n 

f 

el i I. i 1
, a n d  , 

, i 
i i t I W I w d i i i o n  h e  

n f i I. i n  
a n d  11 d e d  b y  i i n  

, , , 
SASSY 

T h e  n g  O f f  a n d  
w i  a o n  i n v e r s e e  and 

I. i 1I. g n  t.o 
i a n d  i n d i  

ng rig i i n  w i  1 
i 

, 



P r i o r  t h e  i n  c h a r g e  w i l l .  
a c e r t i f i c a t e  t h e  r e l i e v i n g  c a m m a n d i n g  

t h e  p r o p e r t y  
command.  Any major be i n  t h i s  

4 at. = 

o r  e q u i p m e n t  o r  arid a 
o f  e q u i p m e n t .  a n  

I. f o r  

to t o  t h e  w i t h i n  
d a.



n e c e s s a r y  a d  
t i  rig , ng 

of c i c h a r  

a t  l.y 
a s s i g n e d  %I:> . 

2. 	 T h e  a f f  1. 1. 
o f f  i n  c h a r g e  t o  

t.c:l r e s p o n s i b l e  
A w i l l  t h e  

T h e  o f f  1. 1 1. 
' s  a n d  a i n s p e c t i o n  of  

T h e  new a n d  o l d  r e s p o n s i b l e  w i l l  a 
i n y Wh h r f c: at. h e y 
r e f  1 t h e  i p h y s i c a l  h a n d  y 

he , as , and 
-the to w h i c h  

by n g  recei 
T h i s  w i l l  be 1.5 

a s  a f o r  
time 1. I be the 
c h a r g e  copy  b e  t o  the 

is w i t h  t h e  
or 

will i m m e d i a t e l y  f a c t s  
t o  i n  c h a r g e ,  per 

a s  be 

T h e  1. n 
the items a n  u n t i l  t h e  c o v e r  sheet o f  is 
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to an a t e  annual t h e  
i , i 3 

an i n  a 

a3. i n  be 
o f f  i n  
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UNITED STATES MARINE CORPS 
MARINE CORPS AIR STATION 

CHERRY POINT, NORTH CAROLINA 
Ch 1 

LFMP 
16 Mar 1992 

AIR STATION ORDER Ch 1 


From: Commanding Officer 

To: Distribution List 


STANDING OPERATING PROCEDURES (SOP) FOR STATION PROPERTY 

CONTROL 


1. Purpose. To direct pen changes to the basic Manual. 


2. Action 


a. Management Assistance Office (MAO) to read Director 
of Facilities throughout the order. 

On page under #I1 add 
2. 'I 

b. and under "UNIT" add 


c. On page C-2, change to read 

On page C-2, Accounts, under # I t

under add Billeting. It 

d. add and 


3. Summary of Changes. The changes reflect realignment of the 

Office Labor Saving Devices function and responsibilities from the 

Management Assistance Office to the Director of Facilities. 


4 .  	 Filing Instructions. This change transmittal will be filed 
immediately behind the signature page of the basic Manual. 

5. 	 Certification. Reviewed and approved this date.


Chief of Staff 


DISTRIBUTION: A-2 plus SPCO (100) and LF (10) 
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